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I. ll\fTRODUCTION 

EQUALE~LOYMENTMANAGER 

GS-0260-14 

'Illis position serves as the Command Deputy Equal Employment Opportunity Officer 
(CDEEOO); U. S. Fleet Forces Command. The incumbent is the principal advisor to the 
Commander regarding .all matters pertaining to Equal Employment Oppo1tunity (EEO) 
programs. The Upited States Fleet Forces Command (USFFC) is an Echelon II colYJJ:lland 
headed by a four-star Admiral. This position reports to the Director, Civilian Etuman Resonrces 
(DCHR), who reports to the Direoto:r:, Fleet Personnel Allocation and Development, an SES 
position. The DCHR is the principal authodty on Human Re~wurces Map.agement and Equaf 
Employment Opportunity (EEO). 

The incumbent of this position manages the overall EEO program for the Comrri.and. He/she 
provides for continuing posit±ve equal employment consulting services to manage-rs at all levels, 
concentrates on systemic EEO issues in support of a Model EEO Program as prescdbed by the 
EEOC in the Management DiTective 715 (l:viD 715), as well as on individual problems. The 
incumbent performs detailed analyses and investigations of agency programs to support the 
USFF mission and the strategic plans of the agency, hmnan capital and EEO, including 
monitoring and providing first hand advice, guidance and interpretation of EEO regulations to 
management offic-ials, employees and staff. The incumbent briefs at all levels of managem13nt, to 
include the Senior Executive level, to ensure continuity of operations in execution and 
accountability for a Model EEO Progtam. 

The CDEEOO's primary ftmction is to integrate EEO objectives into U.S. Fleet Forces 
Command's overall HR and executive plamung strategy. The primary foctl;'> is to eHmin~e 
discrimination that produces bmtiers to EEO. Maintains liaison and consults with program 
officials at higher headquatters, Depattment of the Navy (DON), Depattment of Defense (DOD), 
Equal Employment Oppo1tunity Commission (EEOC), pdvate and public agencies; collaborates 
with other EBO offices, depattments and supervisors on matters related to EEO and special 
emphasis progtams. 

The EEO program provides services to approximately 20,000 civilian personnel geographically 
located aronnd the world. USFFC has 166 installations that include submarine facilities, ship 
maintenance and repair facnities, infmmation teclmology and communications facilities, 
security, intelligence, scientific and engineering cmrunands. The workforce consists of speciaity 
recmitment programs such as scientists, highly specialized engineers, research positions and 
positions that require doctorate level academic qtmlifioations. 

IL MAJOR DUTIES 

1. The incumbent se1ves as the expert advisor and spokesperson for the Commander, U. S. Fleet 
Forces Command, USFF commanders and senior leaders on all matters pe1taining to the EEO 
program, Manages, provides leader~hip, plans and monitors the command EEO program for 
civilians assigned to USFF and subordinate cmmnands. Manages and directs the development 
and implementation of Command EEO policies and procedures to effectively deal with the 



prevention/elimination of individual and systematic discrimination. Represents the Command in 
contacts with Govennnent and civilian agencies (within and outside the Command) on matters 

relating to EEO. Responsible for conducting staff assistance visits and inspections as scheduled 

by the USFF Inspector General (IG). Monitors the overall EEO program for compliance with 

existing laws and regulations and evaluates and supervises the preparation of reports on the 

effectiveness ofEEO program 3cctivities. Maintains liaison vvith EEO staff at other commands 

and Federal agencies, Provides repotts to the Conunander and DCHRas required. 
50% 

2. Establishes and manages the EEO complaints system. Plans and administers the 

informal/fonnal complaint process; policies and procedm·es; and detennmes allocation of 

resources for individual complaints, Accepts or rejects complaints andmalces recommendations 

to Conunandets, top managers and supervisors on disposition of complaints. Assures EEO 

counselors are properly trained to achieve effective resolution of complaints at the pre-complaint 

level. Advises and consults with Commander> headqumters staff, and Commanders and senior 

leaders of the subordinate conunands on identification and elimination of individual and 

gystematic disctimination; promotion and development on EEO policies, plans and programs; 

frill utilization of women and minorities; and conective actions necessary to achieve equal 

employment opportunity. Directs and reviews analysis ofEEO laws, coutt decisions, 

tegulatiDns, personnel policies to determine impact on the Command and reconunends 

appropriate progran1 and policy changes. The CDEEOO provides guidance, assistance, and 

coD1illand specific training, as needed, to subordinate activities and management officials 

involved in the discrimination complaints pToces.s. 

Manages' development and administration of the Affinnative Employment Program, including 

data collection and analysis, repmting, planning, monitming and ev~luation. Conducts barrier 

analysis, reviews management policies and practices, and i'ecommends approptiate actions 

andlvr changes. Affirmative Employment Programs include: Cultural Diversity; Employment of 

Persons with Disabilities; and Special Emphasis Programs \e.g., Federally Employed Women; 

Hispanic Employment; Black Employment, Native American Employment; and Asian 

American/Pacific Islander). The incumbent analyzes work force statistics and participates in FIR 

evaluations, studies, and surveys. Develops and/or reviews agency policies and equal 

opp01tunity. activities affecting the employment of all protected groups. 
25% 

Responsible for ensuring the development ofEEO training courses for USFF commands. 

Ensures managers of serviced acti-vities are adequately trained and develop necessary sldlis to 

perform effective EEO responsibilities. Develops instructional materials and conducts EEO 

training, either general training or in specific EEO areas (e.g., Prevention of Sexual Harassment 

Prevention, Barrier Analysis). Presents training to employees, managers, supervisors, and key 

personnel throughout USFF 
5% 

3, As Director ofthe USFF Equal Employment Opportunity Center of Excellence (EEO COE), 

the incumbent supervises the work of the EEO COB staff via two subordinate supervisors. Plans 

work to be accomplished by subordinates, sets and adjusts short-tetm ptiorities, and prepares 

schedules for completion of work; assign work to subordinates based on priorities, selective 

2. 



consideration of the difficulty and requirements of assignments, and the capabilities of 
employees; evaluate WDl'k perfmmance of subordinates; ·give advice, counsel, OT instruction to 
employees on both work and administrative matters; interview candidates for positions in the 
'\lllit; recommend appointment, promotion, or reassignment to such positions; hear and resolve 
complaints from employees, refe:ning group grievances and more serious unresolved complaints 
to a higher level supervisor or manager; effect minor disciplinary measmes, such as warnings 
and reprimands, recommending other action in more serious cases; identify developmental and 
training needs of employees, providing or ananging fm needed development and training; find 
ways to improve producti011 or increase the quality of the work directed; develop performance 
appraisals. The CDEEOO is responsible for defining Command EEO program budget 
requirements and developing the required input to the command's Budget planning <1nd 
programming pmcess (i.e., EEO Ttaining, Special Emphasis Programs, etc.). 

20% 

Perfonns other duties as required, 

FACTOR 1. KNOWLEDGE REQUIRED BY THE POSITION- LEVEL 1-8- 1550 PO!NTS 

ExpeTt lmowledge o£Equa1 Employment Oppmtunity concepts, p1inoiples, and practices 
applicable to the full range of the Equal Employment Opportunity Program including minorities, 
the Federal Women1s Program, Hispanic Employmeni Program, and Special Emphasis Programs. 
Must possess skills and knowledge to sufficiently plan, organize, direct, staff, cany out, and 
eva1uate an Equal Employment Opportunity Program for a large major command headquarters. 

Skills, abilities, and management knowledge to address, identify, and recommend solutions to 
systemic problems and the elimination ofbattiers to equal employment. Must be fully proficient 
in furnishing Co:tniriand-level advisory consulting services to the Commanding Officer, DCHR, 
Fleet HumBn Resouro.es Offices (FL THRO) staff; and subordinate commands on all EEO 
matters. 

Full level skills to advise managers in the development of the EEO Plan of Action and be fully 
proficient in monitming implementation tln·oughout the command. Must be skillful and 
knowledgeable in developing and cmTying out affumative actiein plans and in dealing wi±h 
specific individua1 and systemic problem m·eas from a staff level area :of assignment. 

Ability to identify and provide consultation, advice, and assistance to commands in an effort to 
deal with systemic equal employment problems which may require an in-depth involvement in 
tecl:niica1 personrwl administration or management issues. 

Abilities, lmowledge, and skills required in dea1ing with the interrelationship of equal 
employment and personnel management functions such as labor relations, staffing, training, 
compensation and position classification and a186 1vith other management functions such as 
budgeting and planning. Must have the skill and ability to maximize the use of available 
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program resources. 

Proftciency and skill in identifying under-tepresentation of minorities and women in the 
Ol'ganizatiorrs main professional, administrative cletical and technical occupations. 

Must be skillful in applying command level knowledge when administering the functions and 
responsibilities of this position for the operation of the EEO COE and EEO staff at subordinate . 
commands. 

Skillful in conducting brganizational and occupational reviews and workforce analysis. Must be 
able to aj:>ply EEO know'ledge when identifying and recommending changes to equal 
employment problem areas that may have a disparaging impaot on classes of employees or job 
applicants. Must have and be able to utilize sldll in fact-fmding analysis and problem solving to 
identify and define EEO problems .and recommend workable solutions. 

J;<'ully knowledgeable of Federal persmmel administration, polioies, practices, EEO laws, 
precedent cases and decisionQ, polioies, principles, and methods to plan, tfu·eot and evaluate the 
command EEO Program. Must be ~le to apply knowledge and skills :sufficiently from a 
command position to assist managers and supervisors in dealing with affnmative action plans 

FACTOR 2. SUPERVISORY CONTROLS -LEVEL 2-5 - 650 POINTS 

Works under the administrative direction and supervision of the Director, Civilian Human 
Resources (DCHR). Serves with full managerial responsibility as the CDEEOO and Director, 
EEO COB. Receives .program direction fl:om the DCHR in which the incumbent exercises 
technical and administrative responsibility for planning, mganizing, and directing the Command 
Equal Employment Opportunity Program (including Hispanic, Women, Minorities, and Special 
Emphasis Program). The incumbent ofthis positionhas access to the Commander and theSES 
regarding Equal Employment Opportunity matters as approp1iate. Wo1'k is periodically reviewed 
by the DCfiR to detm:mine ifthe overall objectives ofthe EEO Program meets the requirements 
of the Department of the Navy, the Office of Personnel Management and the Equal Employment 
Oppol'tunity Conunission. 

FACTOR 3. GUIDELINES- LEVEL 3-5- 650 POJNTS 

Guidelines such as laws, Execut.ive Orders, policy statements, and government-wide or agency 
directives nmmally cover work perfmmed by this position, although many complex situations do 
arise which may cause the incumbent to work within guidelines which may be broadly stated and 
non-specific such as basic legislation, cmui decisions and gDvemment-wide policies ·whioh filter 
down from the Depmtment of the Navy or the Equal Employment Opportunity Commission. 
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The incumbent must use seasoned judgment in inteTpreting guidelines that exist to formulate 
staff level operating policy for Equal Employment Oppmtunity Programs. 

FACTOR 4. COlYIPLEXITY- LEVEL 4-5 - 325 POINTS 

Incumbent must employ a broad range of fact-finding and analytical ability and techniques 
which require decisions in interpreting varied and complex situations within the confines oflaws, 
regulations, or policies. Within the jm1sdiction of a staff level EEO Ad-visor, the incumbent must 
be able to plan, evaluate and recommend solutions to difficult and various situations or problem 
areas. Is requh·ed to investigate, as a staff advisor, problems with program goals and 
attainnients, day-to~day command operations, and systematically evaluate progress and 
recommend levels of resources and overall organization ofthe EEO Program, The position 
requires the incumbent to apply a high degree of judgment in setting the overall program 
priodties and recommending program direction. 

FACTOR 5. SCOPE AND EFFECT- LEVEL 5-5-325 POINTS 

The scope ofthis position requires the inc'umbent to exercise primary staff responsibility for all 
EEO functions within USFFC. The incumbent is responsible for .directing, evaluating and 
canying out affinnative action; special emphas-is programs (to include the Federal Women's and 
Hispanic Employnient Programs)~ niinority, women, handicapped and staff level complaint 
administration and resolution. The managerial wmk .includes planning and organizing EEO 
resources, the setting of command goals and evaluating results from a staff management 
viewpoint for a large and complex major corrimand. The effect concerfis EEO Programs and 
opportunities of substantial numbers of people located tln·oughout the command. The incumbent 
is reqtlired to identify, plan, evaluate, establish and assess the program effectiveness whl()h may 
ultimately affect the dghts m ecorlomic welfa_re of these substantial number of employees or 
applicants ofUSFFC and its subordinate commands. 

FACTOR 6. PERSONAL CONTACTS- LEVEL 6-3-60 POINTS 

Personal oontacts are with persons inside .and outside the major command of USFF. Contacts 
may be with persons such as, but not limited to, attomeys, communityi organization 
representatives, EEO officers/specialists from other commands or representatives or officials 
fi·om the Equal Employment Opp01tunity Collllllission; within the co:mm_and and agency the 
incumbent may have contacts with DOD and Navy officials, commanders, managers, 
supervisors, 11nion offidals and lnciividual employees. Contacts are extended to other pei'sonnel 
as required by the dictates of the position. Content of contacts range from routine through 
difficult r,md/or diverse enc.minters wherein the role or authority of each party is normally 
identified and d~veloped during fhe course of the contact. 
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FACTOR 7. PURPOSE OF CONTACTS- LE'VEL 7-3 ~ 120 POJNTS 

The put pose of contacts is to provide staff level guidance and assistance and to identify and 
recomniend for consideration and resulution moderate to complex level Equal Employment 
problems. Incumbent identifies occupational groups and trends where equal employment 
oppo1tuniti.e.s for minorities and women may be under- represented witlrin the cotnmand 
woBcforoe. Recommends installation management/supervismy personnel provide oppottunities 
for better representation. Pmpose al.so is to discuss complex matters with managers and attempt 
to obtain agreement oonceming equal employment representation. Justifies or defends decisions 
on major conti·oversial issues. Persons contacted inay be receptive or skeptical, fearful, or 
tUicooperative, requiring the incumbent to use management skills and techniques :in conducting 
meetings to obtain desired results. 

FACTOR 8. PHYSICAL DEMANDS- LEVEL 8-1-5 POINTS 

Work is mostly sedentary, 

FACTOR 9. WORK ENVIRONMENT- LEVEL 9-1-5 POINTS 

Worlc is perfmmed in an office setting. Work areas are adequately lighted, heated, and 
ventilated. 

Other: 

Travel away ft'om the notmal duty station is a requirement in the position. Approximately 20% 
travel will be required to attend meetings/conferences, conduct brie:5ngs, provide tr·aining and 
visit other site offices. 

Tbis is a non-critical sensitive IT -11 position requiring the incmnbent to obtai~JmsJ. maintain 
security clearance eligibility at the secr~t level and/or eligib,i4ty for continued assignment to a 
sensitive position. The incumbent has access to infotmation requiring protection under the 
Privacy A~t of 1974 and to DOD and DON IT system(s) with ability to acoess and/or impact 
sensitive data. The work involves duties requiring confidenc-e and trust. 
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